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CUTTLCHE O BE TOLLOWED T SUBMITTING POST N INFORMATION
| T T GLASGLF TCATLON, i) WAGE DIVISION

The responsibility of the writer of a position description is to prepare an
objective, precise and complete word-picture of the work, which can be used for all
aduinistrative and operating purposes. This description should serve not only
pos.yion classification, procurement, placement, promotion and other persomnel
administration purpecses. It should also be useable for career services purposes,
for the study of the organization structure and flow of work, and for the
instruction, training and gupervision of employeeSa The position description is
also an officlal document supperting a pay-roll item and ag such should be prepared
as carefully and conscientiously as any other voucher, The following format should
be rollowed as a guide to the kind of information needed, and to the manner in
which this information should be organized. Items Number T to VIII are normally
filled oubt by the incurbent of the position, although in the case of vasant positions
the supervisor may prepare these, Items IX, X, and XL are to be developed by the
SUPLIVLISOY, . ‘ ~

I, Organization Mission and Position Sunmary

A TState brielly what the Trmediate organization unit does and how the position
in gquestion being described fits in with the others, including a brief summary or
description of the position which would permit quick comparison with others).

TI. Nature and Variety of Duties.
{Tist the different kinds of duties performed, Major tasks should be set forth
7 gs lead or flag sentences and sub~tasks or clements arranged underneath, Percent
of time given to each major task should be indicated wherever practical).

III, Scope and Effect of Work |
Tindicate Trpact of work performed, commitments made, decisions made. Stress

factual data such as work units, budgetary cxpenditurcs, numbers, diversion of

perseniiel, varicty of functicns in terms of measureable units to establish

scope of work) . :

.

Iv. S ervision ;
' (T%ink ST Thnis in terms of supervisien given and supervision received,

Describe nature and extent of bothe Describe kinds and levels of jobs held by

subordinate employees, Hxplain guides such as regulations, procedures practices,

marvels, and standards that affoct work),

V., Mental Demands ' |
TThis factor chould be deseribed only when it is specially significant to an

evaluation of the position, Initiative, originality and judgement requirements

of the position should be stated such as; why, how often, and in what kinds of

situations actions must be taken without specific instructions; responsibility for

devising new ways of doing things; circumstances in which proper course of action

must be sclected from a number of possibilitics).

VI, Personal Worlk Contacts
(Tis factor should be described only when it is specially significant to an
evaluation of the position, Tndicate contacts other than with supervisors or
suborcinates; indicate kinds and level of people contacted, frequency and purposecas
. _ Expledn whether these conbacts are to exchange information, to make explanations,
SE LS Hereutde others; or to tokg part in grou action,
25X 1.+ 0 P thers; or to trkg part in group S63O%e 55 YEAR RE-REVIEW
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Spec 'alJConuldemblons
'nge.cu‘y m;,r othe,r factorb thh mfcct tht' I‘t‘SpUI’lulblllty or dlff‘lculty of

el Lsﬁﬁo ;
dﬁucvlbb

rogru551on
(.Lndlc,att, thc, Janes of‘ promoblon Lrom and t0 tho pOSl’blOl’l w:.th Cmphaslu on

IX. _ Dlutj.nguuln-ng Featurus

TInd:Lcate the posilion title and grade level remmmu.nded giving a brief
atuta,ma,nt on the features that di utmgm sh the position from .alm:l.lar positions in
bhe :-Hvlz(u,mn 'xt tLo lurc,l below it and at the l«.,VLl abovc 1‘0).

X, ou'lllf'LCclthIl R\qulrc mmts o
g,, mnow'[cﬂgp Tiequ]xum ntss Extont and degree of subgoct knowlocggh of a recognized
Clpltn(, suc/t &8 those of law, soclal science, or a practical knowledge 4

of government, industrial or m.l.lltary operations, or type of Agency activity, W
gprcu‘ic JLan »»mns, knowledge: r‘,qulrnmcn‘os should be stated in terms of minimums ?
besed on the. fo- owing scole (L) Native fluency in speaking, reading and
writi e (a\ Fluent u‘)(,(.’Ch but with foreign accent; (3) Reading knowledge
suff.lumnt te perform rescarch involving uCl(‘l’ltlflc, military, tcle-
communications, or «nb:uu ring vecabulary; (J,) Sufficicnt knowledge to
permit travel; (5) Limited }.xnmﬂ_mdgc guch as wight be obtained from college
Jovel, courscs. opacific arca specialist knowledge should also be stated in
terms of minimunmg bASGO. On bho ?oﬁ.lowuw scale; (L) General Area Specialiut
(2) Knowledge such as might be gained by residence or prolonged travel; (3)
Knowledge such as might be g'uncd by work in CIA, other government agulcmu,
the Armed Servieces or in industry resulting in (a) Economic knowledge of on Q

area, (b) geogrephic mowledge of an arca, (¢) Political or Sociological
Khowﬂcmga of an area, (d) commmication and transportation knowledge of an

rea, (0) Speeific fields of scientific or technieal knowledge concerning an
_ dlea, (£) military knowledge of on are. S
illss Such as mocuangn1 and clerical type skills whore a sharply dOflnLd
rmgasure of proficiency is required, _ ‘
Ca AJ{l}tlo Such as writing, memorizing, supervisory abilities which.can be
s “ff;ncd An terms of yse to which they are put in the position,
NOTh EY7uranC( nnd Buucutlon~ The type, level and -xount of work cxpericnce
.vred by the. position, and the formal cducablon that can be substituted in
\5 ,r in p it Por oUCh CYDurlCHCG, or is required in addition o it. ’
;o B, Requirementss ‘These may: be stated only if phy51cal demands exist in
SRS B ﬁ?L POuluiOn Which are in excess of the average sedentary headquarters position
Ch“racttrlwthgt As shown by interests and aptitudes required,

.. Obher qualifications of the position such as veterans
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